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Objectives 
Text 
Other 
Required 
Materials 
Web Site 
Class 
Format 
Academic 
Honesty 
Disability 
Information 
ENGLISH 3005, SECTION 2, SPRING 2001 
TECHNICAL COMMUNICATION 
Dr. Angela Vietto 
581-6293 / arvietto@eiu.edu 
Office: 3345 Coleman Hall 
Mailbox: 3155 Coleman Hall 
3 06 5-002_ 
Office hours: Tuesdays and Thursdays 10-12 and by appointment 
The primary objective of this course is to improve your ability to communicate complex 
information in an audience-centered wav. 
~-'-chieving that objective requires developing your skills and knowledge in a number of specific 
areas: the \vriting process, research techniques, visual aids, document design, organization of 
textual and visual elements, and clear, correct, and concise prose writing. 
Anderson, Technical Comm11nication: A Reader-Centered Approach, 4th ed. 
an email account (EIC or web-based) that you check regularly 
t\vo 3.S-inch diskenes devoted to this course 
userid and pass\vord for EIC email account 
p:ote: 1. You are l\TOT required to use the EIU account for email. 2. ifyo11 have not picked up the id and 
password/or th!S account,yo11 m11st do so f?J going to ITS in Room 1053 qfthe Student Services Building; be sure to 
take yo11r Panther Card with yo11.) 
http://www.ux1 .eiu .edu/-cfarv/3005.html 
The class web site contains the information provided in this syllabus, detailed explanations of 
assignments, and links to resources. In addition, a class list and other information will be added later 
in the semester. I strongly recommend that you add this site to "Favorites" if you use Internet 
Explorer, or "bookmark" it if you use Netscape. 
This class '-"ill meet in a computer classroom every other week. You will also need to have 
regular access outside the classroom to a computer with word processing software, a Netscape 
browser, and \'{,'S_FTP-all of which are available in the on-campus computer labs. If computer 
access is likely to be a problem for you, please talk with me as soon as possible. The ability to 
make technology work for you as a communication tool is central to this course. 
In addition, if you feel uncomfortable with the level of computer use required by this course, 
please talk with me as soon as possible. I am available to help you develop the necessary skills. 
Dishonesty of any sort in this course can result in a failing grade for the course and a 
report to Judicial Affairs. 
If you have a documented disability and wish to receive academic accommodation, 
please contact the Office of Disability Services (581-6583) as soon as possible. 
Projects 
and Grades 
Unit One: Principles of Technical Communication 
10 Homework Assignments 
5 Quizzes 
Unit Two: Your Technical Communication Skills and Needs 
Essay 1: Reflect on Communication in Your Career Area 
Essay 2: Research Communication in Your Career Area 
Essay 3: Evaluate Your Communication Skills 
Proposal for Technical Communication Portfolio 
Revised Proposal for Technical Communication Portfolio 
Unit Three: Technical Communication Portfolio (self-designed) 
Final Grading Scale: 
.-\ 
B 
c 
D 
F 
900-11)00 points 
800-899 points 
700-799 points 
600-699 points 
599 points and below 
200 points 
100 points 
75 points 
75 points 
75 points 
50 points 
25 points 
400 points 
Attendance I strongly encourage you to attend every class session. However, there is no section of the 
overall course grade devoted to attendance. Although I will not be deducting points for missed 
classes, the following policies apply to absences (excused or unexcused) from this course: 
Deadlines 
• 
• 
• 
• 
If you miss class for any reason on a day when an assignment is due, you are responsible 
for making sure the project gets to me by the time class begins, or requesting an extension 
before dass begi11s. (See the policy on deadlines.) Exceptions will be made only in cases of 
serious, unforeseeable, and unavoidable emergencies. 
:Missed quizzes must be made up within one week . 
:Missed in-class group projects cannot be made up . 
If you miss a scheduled individual conference, you must contact me to reschedule; if you 
skip a scheduled individual conference without rescheduling, I may deduct up to 50 points 
from your overall course grade. 
In writing for "real" purposes, deadlines count. In this course, then, deadlines count. The 
following policies may seem complex, but you can avoid having to deal with them by turning 
work in when it is due or, if you absolutely cannot make a deadline, requesting an extension 
before the deadline. 
1. Reasonable extensions to announced deadlines will be granted provided that you request the 
extension in writing (paper or email) before the deadline arrives, using the form provided. 
2. No extensions v;ill be granted after an announced deadline arrives. (fhe deadline for an 
assignment due in class is the beginning of class.) 
3. If you miss a deadline without having requested an extension, you can still receive 90% credit 
for the assignment provided that you submit it along with a completed "Late Projeci: Report" 
within 7 calendar days of the original deadline. 
4. If you miss a deadline without an extension and do not submit the project within 7 calendar 
days, you will receive no credit for the assignment; however, you must complete and submit a 
"l\fissed Project Report" for any such assignment in order to receive a passing grade in this 
class. 
Tentative Schedule of Classes 
Date Location Deadlines In-class activities/homework 
UNIT ONE: PRINCIPLES OF TECHNICAL COMMUNICATION 
MJan 7 3130 (classroom) In class: Introductions 
WJan9 3130 (classroom) Homeworkl Before class: Read Chapter 1 
In class: Audience, audience, audience 
F Jan 11 3130 (classroom) Homework2 Before class: Read Chapter 3 
In class: Quiz 1 (chapters 1 and 3); Discuss objectives 
MJan 14 3120 (lab) Homework3 Before class: Read Chapter 4 
In class: Introduction to the English Technology 
Classroom; word processing formats; emailing an 
attachment; checking your account in WS_FTP 
W Jan 16 3120 (lab) Before class: Read Chapter 7 
In class: Creating a home page and web site; posting 
your site using \'\'S_FTP; backing up your files 
F Jan 18 3120 (lab) Before class: Read Chapter 8 
In class: Quiz 2 (Chapters 4, 7, 8); Discuss 
introductions 
MJan 21 MLK Birthday Observed-NO CLASS 
WJan23 3130 (classroom) Before class: Read Chapter 9 
In class: Discuss closings and organization 
F Jan 25 3130 (classroom) Homework4 Before class: Read Chapter 15 
In class: Quiz 3 (Chaps. 9 and 15); Discuss persuasion 
MJan 28 3120 Q.ab) Homeworks Before class: Read Chapter 5 
In class: Post Homework 5 on your web site; research 
Homework 7 
WJan 30 3120 Q.ab) Homework6 In class: Work on Homework 7 
F Feb 1 3120 (lab) Homework7 In class: Quiz 4 (Chap. 5); Post Homework 7 to your 
web site 
MFeb4 3130 (classroom) Homeworks Before class: Read Chapter 10 
In class: Style 
WFeb6 3130 (classroom) Homework9 Before class: Read Chapter 12 
In class: Document design 
Tentative Schedule of Classes (continued) 
Date Location Deadlines In-class activities 
F Feb 8 3130 (classroom) Homework10 Before class: Read Chapter 11 
Indass: Quiz 5 (Chaps. 10, 12, 11); Visual aids 
UNIT TWO: YOUR TECHNICAL COMMUNICATION SKILLS AND NEEDS 
M Feb 11 3120 (lab) In class: Unit Two introduced; Essay 1 drafted in class 
W Feb 13 3120 (lab) Essay1Due In class: Essay 1 Drafted/Revised in class 
Thursday by 4:30 
p.m. 
F Feb 15 Lincoln's Birthday Observed-NO CLASS 
M Feb 18 3345 (office) Individual conferences; independent work time on 
WFeb20 3345 (office) Essay 2 
F Feb 22 3345 (office) 
M Feb 25 3120 (lab) Essay 2 due Lab time to work on Essay 3 
\~·Feb 27 3120 (lab) Essay 3 due Lab time to work on proposal 
F Mar 1 3120 (lab) Lab time to work on proposal 
MMar4 3130 (classroom) Proposal due In class: Proposals discussed and collected 
WMar6 3130 (classroom) In class: Proposals returned, with requests for revision 
FMar8 3130 (classroom) Revised proposal due No class; independent work time 
by 4:30 p.m. 
1far 11-15 Spring Recess-NO CLASS 
UNIT 3: TECHNICAL COMMUNICATION PORTFOLIO 
MMar 18 3120 (lab) Lab time for work on portfolios 
W 1far 20 
F Mar 22 
M.Mar25 3345 (office) Individual conferences 
WMar27 
F 1far 29 
MApr 1 3120 (lab) Lab time for work on portfolios 
WApr3 
FAprS 
MApr8 3345 (office) Individual conferences 
W Apr 10 
F Apr 12 
M Apr 15 3120 (lab) Lab time for work on portfolios 
W Apr 17 
F Apr 19 
MApr22 3345 (office) Individual conferences 
W Apr24 
F Apr 26 3130 (classroom) Portfolio Due in Class Course evaluation 
